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The Rowan Learning Trust – Teams Instructions

Adding Lesson instructions to Microsoft Teams allows you to guide students through pre-prepared lessons.

Step 1: 
From within Teams, navigate to the Teams pane on the left-hand side. Click on the class required. (Example shown below)
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Step 2: 
Click on class notebook at the top of the page
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[bookmark: _Hlk51071945]Step 3: 
Click on the arrow on left hand side to open the navigation panel
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Step 4: 
Once the navigation panel is open, click on content library and add page
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Step 5: 
Type the date on the right-hand side (above the line)
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Step 6: 
Type instructions for your lesson underneath the date
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Step 7: 
You can add a power point / word document for students’ reference by clicking insert / file / insert as attachment
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If you want students to write on a file, click insert / file / insert file print out. Students will then be able to write directly onto the document / image and it will automatically save to their page

This will then need to be distributed to whole class (Guide D) or individual student (Guide E)




image4.png
Fle  Home Insert Draw View Help  Class Notebook

v [ v ||segoe Ul Ve v] B I U 2v As

> Welcome to Class Notebook




image5.png
. General Posts Files Class Notebook Assignments Grades

fle  Home lnsert Draw View Help  Class Notebo
v [lv |[Segoeul vis v B I U 2v
-3 Kirkby 10AIm1 Notebook jel
Welcome &S Getting Started with the C...

> Collaboration Space |

~ _Content Library

l Using the Content Library.
> Bradley Woods
> Callum Owens |
> Connor Rowland

> Dillon Haselden |
> DParsonage

Emily Regan |

Ethan Crocker

> Faye Wikson
> Jack Foote

> Jackpye

> Joel sealey

> John Paul Murray =

+section +page





image6.png
Im1 Notebook §el

Getting Started with the C...

15 September 2020 14151





image7.png
AIm1 Notebook 0

Tuesday 15" September 2020

15 September 2020 14151

Getting Started with the C...
Tuesday 15th September 2...

Type instructions here...




image8.png
Fle  Home Insert Draw View Help  Class Notebook Openinbrowser v @ Tell me what you w:

Table v [ Filev B2 Picture v @ Link & Audio () Symbol v #i Mathsv © Emojiv &) Office.

B Insert as Attachment 9

Tuesday 15" September 2020

15 September 2020 14:51

Welcome Insert File Printout  ed with the C...
> _Collaboration Space Tuesday 15th September 2...
i v _Content Library Type instructions here...

l Using the Content Li...
i)




image1.jpeg
0 The Rowan
Learning Trust





image2.png
Teams

Your teams

KC K2

KHS Computing Kirkby_11A-Im1 2020





image3.png
. General Posts Files Class Notebook Assignments Grades +

—_— ={Class Notebook |





